F INSTRUCT IONS See Pubhcat!on No. 76—RM—1 for mstructions on completmg thns form. Forward signed original to B

APPLICATION FOR RECORDS RETENTION SCHEDULE | OFFICE OF THE SECRETARY OF STATE

RECORDS MANAGE EMENT DiVISION
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Department of Archives and History, Records Management Division, 330 Capitol Avanue Atlanta, Georgis, 30334,
Attention: Schaduling Section.
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FOR AGENCY USE_ | 1. Agency Address : FOR RECORDS MANAGEMENT Usa

b e

— - [

Apptication Date _ . Office of the Comptrolier General Applicaiion Numbar

' Insurance Department 82.... 359

Application Number | Agents Licensing Division

N | Date Recoived Dote Compfeteq :

Room 132 State Capitol :

ool _Atlanta, Ga. 30334 | 0CT 519e2 | 0CT 251082 |

2. Porson to Contact Worklng Title Telephane Numbar N
Jerry Holbrook Deputy Dns Comm1s51oner 656-2100
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3. Action Requested
a. W Estaonsn Retention Schedule; fecord will contmue to accumulate.
b. [ Dispose of presant accumulation: no further accumulation anticipated.
c. O Amend Applicstion NO. . ... ... Check One: [] Change; O Supercede; O Void

Pt — e e —— ——————— -

' 6 Division and Office Functlon What is the function of the Division and the Office in which this record series is created?

-

4. Dates of Series 5. Records ecords Series T'tle ffollowed by title used in office; if different)
Earliest ~ Latest )

| 1-1-60 | present | Georgia Insurance Company Files

The Agents License Division is responsible for processing applicationg
and issuing new agents' licenses and renewing permanent licenses;
examining agents, conducting pre-hearing conferences; and for preparii
certificates for agents being licensed as non-residents in other stat
and accounting for all agents 1icensing and certificate. of ‘authority
fees,

7. Record Series Doscﬂption This file contains the foilowmg documents (mc!ude form numbers and titles, if any):
Attach samples of the file,
Documents relating to: Company appointment of persons to appoint and terminate agents,
Company list 6f new agents; Registration of New Companies
and Company Name changes with Regulatory Laws; Company
Inciuded are: complaints against agents. '

Authorization to Appoint and Remove Agents form letters or letter
from the Company of the Authorized Persons' appointment; Company
letter on agents with their Company and G.I.D., 122; Copies of letters
. from Company thanging Company Names; and copy of form letter from
Regulatory Laws for assigning new Companies and their Code Number.

Fﬂewanmmm! By Numerical Company Code Number
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8 Monthly Raferenco Rate e How ‘often are records referred to which are:

One to six menths old 6 ey Seven to twelve months old __Gq _.: Thirteen to twenty-four months old |
twenty-five months and older 0 —7 : '

9. Annual Rate of Accumulation of Resords T S —_ e
Letter-size drawers . .. ..; Legal-sizedrawers __ . . ;Shelves___ _____;Other {spaclfy} —lo__Cubic F t..

AR 5-0—71 Rav. 78 Il
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JYES | NO_| 10. Questionnaire _{Place an "X" in the proper oolumn) e i .z—i-m:l

a. Is this the official copy of the series? _ . LA
.- \f not, where is it?. O U : S

X b. Does the series contain cou‘fidential information requiring security handling? If yes, cite law or reguiation. A
5

1 c ls this a wtal record? _,__‘____+ . e . L . :,_-\
X | d. Does this series have historical or ong term research value? e e
X e. When one or two documents in the file make it necessary to keep the entira file for a Iong perlod could these _
L 1 __1__ _documents be scheduled separatelv? . .. . _ __ . R e i ]
|1 X | _f._lsthe information contained in this series ever published?. 1f ves.attacheoov,
X s the information contained in this series aver analyzad and/or recorded in a summarizod report?
— 1 _Ij_\m. attach cooy. . _ e e e e SO
X’ h, Is there a duplication of this series ln your office, or in another offlcs or agencv? '
1 1 __ Mfves.where? __ . ___ . __ _ _._ _ B N s
x | L _i._Is this saries for. amamcporﬂan of it) tmularjv microfilmed? . _ ]
X | _i._Does the record series result in a comouter orintout?  __ e et e ]
11. Retention Requirements ,The following requires the series to be kept .
a. State Law — e .. _.years, "~ d. Audit pericd —_— e vears
b. Statute of limitation E—— e. Administrative need —_— .J;.,,_A.vears.
¢. Federal law _.years. ¥. Federal retention instructions e .- - Y@3rS,
Attach copy or excerpt of laws or regulations. Explain administrative need. - . . . - . o - Bl

For Réference,Purposes Only o
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12. Ani;myed D’isp’g'uitibﬁh Instril_cﬁ'éﬁs "~ This agency rscdfﬁiﬁends that the fsle serses be cut otf at tﬁe end of each
S SRIL R ; ; | i
& Calendar Year O Fiscat Year! El Other ___A_‘_ e e then,

L AN [

Hold in the current files area .. month(s) 1. year{s); then
QO Transfer to local holding area, hoid . _ _____year(s}; then

Q Transfer to State Records Center; hold . . . __vyear(s); then

Destroy.

O Transfer to State Archives for permanent retention. |

O Other (Specify) :
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Thess instructions apply to all prior and future'accumulations of the eries. =~ ©~ < - = & o F
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| Agency Head/Designge (Signaturp) ~_Date

. State Records Committee (Signature) Date
Recommendations in para- [~ =7 T T T T o g e e e e i _
graph 12 are approved. State Auditor/Designee A ' @—
(If disspproved, attach lstter S~ E e _@f}:_
of explanation.) ' " cretary of State/Designee éﬂ/ Wﬂ L}J{;ééf Y " "’7( V/ | i
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